8 8 0 SET 



MEMQRAtPOM 

TO t Deputy Dlreotor (Pirns) 

SUBJECT t AdraLniatraties Plan for SR Special Project 
AEAGHE - Domes tie Training Station 



1 . me objective of the project is the establishment and operation 
of a domestic field station for the spotting, assessment, training, 
briefing, and preparation for dispatch of agents in support of SR oper- 
ations* 

Support 

2. A domestic field station has bean established in this country 

and is ass in operation* The headquarters for the station Includes the 
office! 3 Idadnistrativo Office, an operations 

seetion,and a spotting and aseeasment section* The trainees are 
quartered in safehouees located away from headquarters. 

3. The trainees arc furnished quarters. _food. elatuee. end such 

entertainment as Is deem e d necessary by tho( e morale 

standpoint. They arc generally under eontinued aurveillanee and ere 
always escorted on all tripe to off-alto training areas and on ell tripe 
to mid Aram the oafehouces* 




The station Is using ^ 
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Approval 



5. This project was originally approved by ADSO on 22 January 1952* 

The DOE, on 6 ISey 1992 approved/ ">f PI funds for fleool yoer 

1993, and In Jwsuary 19»3 he approves \_ J* 79 funda for 

yoer 1953. On 2U August 1953 1» DCI app^ored the 8R Division*! program 
for fiscal year 199U* This program inoludodT Jar ASA0MH for 

fiscal year 195U. the budget for thie project Is now being reviewed by 
SR for the purpose of recommending a reduction in the project's budget for 
199U. 

Administrative PlM 

6. The ettaohed Administrative Plan has the ooneurrenoe of the 
respective offices of interest end is recommended for your approval* 
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Administrative Plan 

SR Special Project ** Domestic Training Station 



1. fimding 



1. Funds shall be made available for the project on the basis of a 
detailed quarterly operating budget prepared by SR and concurred in by 
the Office of the Comptroller. The amount of the budget shall not be in 
excess of the amount of the project approval for the period and shall be 
in accordance with the terns end conditions of the project approval. 

The budget shall provide funds for (1) the operating expenses and com- 
pensation payable at the station. (2) the purchase of equipment, auto- 
mobiles, and supplies by the Logistics Office and, (3) compensation for 
staff employees, oovert associates, contract employees, and contract 
agents while In a holding status assigned to the project, payable by 
the Finance Division. 

2. Funds shall be advanced for the project in accordance with the 
detailed operating budget upon appropriate request by SR, and all such 
advances shall be recorded as allotment expenditures at the time of 

^advance bar the Agency. Funds for the station shall be advanced to the 
"jor his designee. The station may be advanced funds to 
provide a necessary working fund, and thereafter funds will generally 
be advanced in amounts net in excess of requirements for 30 days except 
in unusual circumstances. 

3 . The budget provisions for staff employees and military personnel 
' 8 hall be supported by a I/O prepared by the station and concurred in by 

8fi and the Pereomel Office. 

lu The budget provisions for covert associates, contract employees, 
and contract agents shall be supported by a summary ^schedule of require- 
ments prepared by the station and concurred in by 8 and to be approved 
by Chief FI Staff and the Personnel Office. 

$• The budget provisions for trainees and for the emergency holding 
of recruited agents pending full rpoeessing, pending dispatch, and 
pending disposal shall be supported by a summary schedule of require- 
ments prepared by the station and concurred in by S& and approved by 
Chief, FI Staff. 

6. The budget provisions for the purchase of equipment and auto- 
mobiles end for the leasing of a»al estate shall be supported by a table 
of requirements prepared by the station and concurred in by SR and the 
Logistics Office. 
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7 • A latter of Instruction outlining the authorities F~~ 

C j\and the Chief, Administrative Office, including st least the 

following, shall be prepared by SR and the Of flee of the Comptroller 
with the concurrence of toe Office of General Counsel i 

a* ThsL. \ and toe Chief Administrative 

Officer shall have authority to expend funds for the operating 
expenses of the station in accordance with the detailed operating 
budget for the station* subject to the limitations expressly 
imposed therein* The prior approval of SR and toe Office of the 
Coop trailer shall be required for any expenditure in excess of 
the llsdltations expressly imposed in the budget* The authority 
Of SR and the Office of the Comptroller to approve revisions of 
the budget is subject to toe prevision that pny such amendments 
shall net increase the total amount of toe budget to an amount in 
sememe of toe total budget limitation expressly provided in 
paragraph 1 of this Plan* 

b* the \ the Chief Administrative Officer, 

and too Finance Officer shall have authority to open and maintain 
a joint bank account, in pseudonym, for station funds provided 
that* 



1* SR obtains twin declarations Of trust* one to 
on unnamed party nod one in favor of the C* S* Government, 
in a fenpsreeeribed by toe Office of Qeneral Counsel, 
executed / I the Ctalef Administrative 

Officer arid toe Finance Officer, 'hovering funds in the 
bank aooount. The declarations of trust shall be held 
in custody by toe Flnanoe Division. 

2* Funds may be withdrawn from the bank aoooimt 
only on toe authorised signature of any two of toe 
following officers t lihe Chief 

Administrative OffieW and toe f inance Officer. 

3* 8R will furnish toe Finalise Division with the 
nemo tod address of the bank in whleh the account is 
opened* the title of toe account* and toe names of toe 
persona authorised to withdraw funds from the account. 

m* Personnel 

8* All personnel assigned to the station, other than trainees, 
covert associates, spotters and cut-outs, shall be staff employees, 
military personnel or contract employees who shall be recruited and 
processed through regular Agency channels. 
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9 • Those covert associates* spotters and cut-outs recruited by 
the Assessment and Recruitment Staff of the station shall have an 
appropriate "name check" clearance conducted by the Security Office 
and Staff G/SPB prior to their initial eenteot* All covert associates* 
•potters and out-outs shall have a covert security clearance prior to 
their employment. 

10* All trainees shall have a covert security clearance and shall 
execute a contract with the Agency prior to their training period. These 
contracts shall be negotiated by SR in coordination with the station and 
shall be approved by the Special Contracting Officer. 

11. The [7 ~\iay authorise eoqpencatory leave in lieu 

of overtime not to exeeea seven earned days to be given at the completion 
of a training eyele (about six months) to qualified staff employees and 
military personnel. 

IV. Logistical Support 

12. All equipment and supplies for the station shall be provided in 
a manner determined by SB and the Logistlee Office in accordance with the 
provisions of the approved budget. 

13. All automobiles for the station shall be provided in a manner 
determined by SR a nd the Logistics Office in accordance with the provisions 
of the approved budget. 

Ik, All s alehouses and training sites for the station shell be 
leased in a manner determined by SR and the Logistlee Office* in ac- 
cordance with the provisions of the approved budget. 

15. A storehouse shall be maintained for training equipment* auto- 
mobile accessories* and special equipment held by the station. A3, such 
supplies and equipment shall be provided In a manner determined by SR 
and the Logistlee Office in accordance with the provisions of the 
approved budget. 

16. The [_ hr the Chief Administrative Officer shall 

have authority to make emergency purchases of equipment and supplies 
provided the cost of the item does net exceed $250,00. Each such 
purchase shall be supported by an explanation of the emergency* which 
will be reviewed by SR and the Logistics Office. 

17. Hie station shall maintain inventory records of all property 
assigned to the station in accordance with Agency regulations. 

». BgjSt* 

18. The; Jhall have authority to approve domestic 

travel authorisations and vouchers for all personnel assigned to the base 
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and for all trainees within the provisions of the approved budget. SR and 
the Senior FI,PP, or PH Staff as appropriate shall review the travel 
authorisations issued to determine that they were in accordance with the 
division* s policy in regard thereto* Repeated and foreign travel orders 
shall have the prior approval of the Chief, SR or his designee and the 
Senior FI, PP, or PM Staff as appropriate. 

19. All staff employees and military personnel shall be reimbursed 
for travel expense in accordance with Ageney regulations. All covert 
associates and contrast employees shall be reimbursed for travel expense 
in aseordanee with the terms of their contracts. 

20. Th^_. shall have authority to approve travel 

expense for trainees on an actual, necessary, reasonable basis* The Case 
Officer assort of the tralnee(s) on the trip will pay all travel expense 
and will submit the travel expense voucher of the trainee (s). 

VI. Other Operational Expense 

21. The /' | shall have authority to approve the settle- 

ment of disputes (other tnaiTthos arising from Agency personnel sendee 
contracts) Involving damage to living quarters and other such expense, 
provided! that the cost does not exceed $500*00, and that for security reasons 
the dispute must be settled immediately, and that eueh dispute be reported 
immediately to the Chief of the Division end settlement approved by him* 

This authority shall be exercised only when neither normal nor special 
procedures appropriate to the particular instance can be securely used* 

In any case these unusual expanse items will be supported by a detailed 
explanation signed by the appropriate Csss Officer showing the reason for 
the expense. All such eases shall be reviewed by SR and the Senior FI, 

PP, or PM Staff as appropriate to determine that, when used, the special 
authority provided in this paragraph was justified and for the purpoee of 
providing policy guidance to the station. 

VII. Station Macs 

22. The £7 > the Chief Administrative Officer shall 

have authority to approve vouchers for food purchased for each mess 
operated by the base within the provisions of the approved budget for the 
station. 

VIII. Entertainment 

23. The F ~ ‘"1 or the Chief Administrative Officer shall 

have authority uo approve su^h entertainment and recreational expense as 
is deemed necessary from a morale standpoint for trainees within the 
provisions 6£ the approved budget. 
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2li* The voucher for entertainment and recreational expense shall 
be supported by a statement from the escort showing date and Idle pseu- 
donym of eaoh Agency representative end each trainee* 

2$. All vouehers for entertainment and recreational expanse shall 
be reviewed at least quarterly by SR and the Office of the Comptroller 
for the purpose of furnishing policy guidance to the Chief of Station 
regarding future entertainment and recreational expense* 

XX. Auto Maintenance 

26. Bw( 1 or the Chief Administrative Officer shall 

have authority to approve automobile operating and maintenance expense 
on a reasonable and neoeesary basis* These expenses will include emer- 
gency purchases of tires* batteries* end otter ports and accessories 
necessary for the proper operation of the automobile. Directional signals 
and sl4a mirrors may normally be included as neoeesary for the proper 
operation of the automobile. 



27. SR end the bogie ties Office shall review all automobile operating 
and maintenance expense at least quarterly for tide purpose of furnishing 
policy guidance to the Chief of Station regarding future automobile 
operating and maintenance expense. 

28. Tte( shall have authority to authorise and 

approve on the spot settlement to non-Ageney persona for automobile 
accidents provided the amount Is not nore than $250.00 and that tte 
settlement ie necessary for security reasons, provided that the Chief of 
Station will mate a survey of cash elate in excess of £25*00 and mate a 
report to tte Survey Review Board for final action. The amount of elate 
paid by the station shall be Charged to tte employees account pending 
tte decision of t te/*~_ >r tte Survey Review Bosrd as 

appropriate. In camT case appropriate action will be taken against third 
parties* 

29. The/ In or tte Chief Administrative Officer shall 

have authority to authorise* and approve repairs to automobiles assigned 
to tte station provided tte oest is not more than $250.00 and that the 
repairs are neesaeary for security reasons in order to avoid attracting 
unusual attention, this will net offset the duty to seek reimbursement 
from third parties where indicated, tte Chief of Station shall make a 
survey of eaoh repair in exoeas of $250.00 and make a report to the 
Survey Review Beard for final action. The amount of repairs paid by the 
statioiLshall be charged to the employees aeoount pending Idle decision 
of the lor the Survey Review Board as appropriate* 

X. Security and Cover 

30.00 The Security Officer of the station shall be selected or approved 
by the Security Office. 
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31* The progress for the aeleotion and assessment of safehousss shall 
be developed by the Security Officer of the station with the concurrence 
of the Security Office and the Cover Division* 

32* The cover story for the occupants of each s&fehouse shall be 
developed by the Seourity Officer and be approved by thef 
and concurred in by the Seourity Office aid the Cover Division. 

33* The Seourity Officer shall sake a seourity cheek of each safe* 
house at leant every six months and report his findings to the Chief of 
Station for appropriate action. 

3U* The Finance Officer of the station shall be approved or selected 
by the Office of the Comptroller. 

35. The Of flee of the Comptroller shall review the account procedures 
now in offset at the station and shall recommend and arrange for the in* 

s telle tion of ehaages In procedure necessary for the proper aeeountlng 
for all funds and for the preparation of the required monthly r eporta . 

36. The station shall submit monthly financial reports, signed by 

the [___ and approved by the Chief of SR. These reports shall 

include et least! 

a. A statement shoving the source of all funds. 

b. A statement of disbursements classified by type of 
expense with supporting vouchers and receipts or a statement 
showing idiy a receipt was not obtained. 

o. A statement of the cost of operating each mess, the 
number of meals served, and the average cost per meal. 

d. A statement showing the cost of operation and main- 
tenance of each automobile for the period* 

37 The monthly financial report shall include a certification signed 
by the P Jk> the effect that the statement reflects, to the 

best of“ his knowledge am belief, the expense of the etation for the 
period. The financial report shall be subject to the approval of SR. 
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XU • Writeoff to Expanse 

38* Funds expended for the project by the station shall be charged 
to expense by the Authorised Certifying Officer on the basis of the station 
monthly report approved by SR, and the disbursements shall be supported 
In aceordanee with Agency regulations or the provisions of this Plan. All 
other funds expended for this project will be supported in accordance with 
Agency regulations. 

XIII. Audit 

39* The project shall be audited at least annually and the audit 
prog ran shall be determined and carried out in accordance with Agency 
regulations. 
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